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@ Introduction 


resin gg ee ne ee ee ee eee ee 


Backg FOUNC) “abourcanedanas prepared this publication in order to help employers and 
employees meet their obligations under the Canada Labour Code, Part II. 


Pu rpose The purpose of this publication and the companion video “Planning for Safety" 
is to assist employers and employees in organizing, implementing and 
monitoring an Occupational Safety and Health (OSH) program in their 


workplace. 
Fo rmat This publication is formatted using the following techniques to gain the results 
indicated. 


Use of comparison charts such as increases understanding and 
this one learning 


Material is subdivided into easier to learn 
sections 


Use of different types of helps to emphasize important 
characters matters 


Use of diagrams, examples, easier to understand 
comparison charts 


One page for each topic material is presented coherently 


Legal References 


J In the publication we use this 
corner to indicate legal 
references 


Organization 


An Effective OSH Organization 

A Safety and Health Policy 

Job Hazard Analysis 

Safe Work Procedures 

OSH Committee or Representative 


Operation of OSH Committees 
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An Effective OSH Organization 


Definiti on An effective OSH organization is a structure where everyone has clearly defined 
roles and responsibilities respecting workplace safety and health. 


Check ist This checklist highlights some activities of an effective OSH organization: 


Roles and Responsibilities Who does it in your organization? 


e Developing an OSH policy 


e Developing safe work procedures 


e Following up on OSH committees 

e Conducting training and education 
e Compiling hazard information 

e Doing preventive maintenance 


e Monitoring the purchasing process 


e Monitoring first aid 


e Conducting health monitoring surveys 


e Planning fire protection 


e Planning safety audits 


A Safety and Health Policy 


Defi n ition A corporate OSH Policy is a statement in writing of an employer's commitment 
to protect the safey and health of employees at work. 


Descri pti on A corporate safety and health policy does the following: 
e states management's commitment to protect employees’ safety and health; 
e specifies areas of responsibility; 
e explains how the OSH program works; 


e indicates who is accountable. 


Example This is an example of an OSH policy. 


ABC Transport 
To all employees January 1, 1990 


At ABC Transport the safety and health of our employees comes first. 
Management is committed to doing everything possible to prevent injuries and 
to maintain a healthy environment. 


To this end: 


1. all supervisors are responsible to ensure that their employees are trained in 
proper work procedures to obtain optimal output without accidents and 
injuries and to ensure that employees follow proper work methods and all 
pertinent regulations; 


all personnel are required to support the OSH program and make safety and 
health a part of their daily routine and to ensure that they are following 
proper work methods and all pertinent regulations; 


all personnel will be held accountable for implementing this program; and 


all laws and regulations are incorporated in our program as minimum 
standards. 


Bud Hall 
President 


Law The Canada Labour Code requires that employers post a statement of the 
employer's OSH policy at a place accessible to every employee. 


Legal References 
CLC: 125(d) (ii) 
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Job Hazard Analysis 


Definition 


Summary 


Steps 


Example 


Job hazard analysis (JHA) is a process used to review job methods, uncover 
hazards, propose controls and develop safe work procedures. 


The JHA is an excellent starting point for questioning the established way of 
doing ajob. The study of the JHA may suggest specific improvement in job 
methods. It is used to detect and control work hazards and improve work 
practices. 


The four basic steps in making a JHA are: 
e select the job to be analyzed; 


e break the job down into successive steps or activities and observe how these 
actions are performed; 


e identify the hazard and potential accident (This is the critical step because 
only an identified problem can be eliminated.); 


e develop safe work procedures to eliminate hazards and prevent accidents. 


The chart below analyzes the job of changing a tire on a car to show some 
considerations to take into account when completing a JHA worksheet . 


Park car driver | puton brake e car too close to passing traffic 
e caron uneven or soft ground 
e car may roll 


Removespare |driver | lift tire from e strain from lifting spare 
from trunk housing in trunk 


Pry offhubcap | driver | remove hubcap e hubcap may pop off and hit you 
and loosen lug from wheel and e tire wrench may slip causing back 
bolts use tire wrench injury 


@ Safe Work Procedures 


Definition 


Content 


Developing 
Procedures 


Safe work procedures list what employees should do to protect their safety and 
health when performing a specific task. 


Up-to-date procedures and instruction provided to employees should include: 
e personal protective equipment, devices and clothing; 
e fire protection procedures; 


e emergency evacuation procedures, which may include procedures for bomb 
threats, chemical spills; 


e confined spaces entry procedures; 

e electrical safety procedures; 

e hazardous substances; 

e materials handling equipment procedures; 


e operation of tools and machinery. 


Safe work procedures are developed in a systematic manner by answering 
simple questions about a job such as: 


Safety Considerations 


Park car drive to area well clear of traffic 
turn on emergency flashers 
choose level area 
apply parking brake 


Remove spare from trunk turn spare into upright position in well 
e using your legs and standing as close as possible, 
lift spare out of trunk and roll to flat tire 


Loosen lug bolts e use proper wrench 
e apply slow and steady pressure 


Legal References 


CLC: 125(q)(s) 
GOSHR=78) 10.177 11-2/37,1 1-6, 12, 
13514°22/237 15:8; 1622717 


OSH Committee or Representative 


Defi n itio n A safety and health committee is a group of people representing management 
and employees, working together to improve OSH in their workplace. A safety 
and health representative has many of the powers of a safety and health 
committee. 


Law Every workplace under the jurisdiction of the Canada Labour Code with 20 or 
more employees must have a safety and health committee. A workplace with 5- 
19 employees must have a safety and health representative. 


Exception May be granted as follows: 


@ onboard aship; 
e if work being done is relatively free from risks; 
e if acommittee already exists. 


Any employer given an exemption from having a committee must, nevertheless, 
have a safety and health representative. 


Legal The Canada Labour Code stipulates that both safety and hea!th committees and 
safety and health representatives have the following powers, as a minimum: 
Powers 3 E Bu 


e tohandle complaints about OSH concerns in their workplace; 


e to participate in all OSH inquiries and investigations in their workplace; 
e to monitor OSH programs; 

e to monitor accident records for adequacy and trends; 

e tohave full access to all government and employer OSH reports; 

e to have access to material safety data sheets; 

e may request from employers OSH information they require; 

e may have access to medical records with the consent of the individuals; 

e shall cooperate with the occupational health service for their workplace; 
e shall cooperate with Labour Canada safety officers. 


In addition to the powers listed above, the safety and health committee: 


e consults in hazard prevention education programs and emergency planning; 
e shall keep records on how complaints are handled; 

e shall monitor the program's measures and procedures; 

® may prepare and promote OSH education programs; 

e may develop, establish and maintain OSH programs. 


Legal References 


Committees: CLC: 135(1)-(13) 
Representatives: CLC: 136(1)-(7) 
COSHR: 15.4, 17.4/5 

Safety and Health Committees and 
Representative Regulations - all 


@ Operation of OSH Committees 


Introduction 


Operational 
Procedures 
for Safety 
and Health 
Committees 


The Canada Labour Code and its regulations establish minimum 
requirements for the operation of safety and health committees. 


Records e acommittee shall keep accurate records 
of all matters that come before it, 
including minutes of meetings 

Meetings e have a quorum 
e atleast one a month 
e for urgent matters or emergencies 
Payment of wages e time spent on committee work counts as 
time spent at work 
Liability e no personal liability for anything done or 
omitted in good faith 


Selection and appointment |e employer shall select members to 

of members represent the employer from those 
who exercise management 
responsibilities 

e trade unions or employees select or 

choose their own members 


e acommittee shall have two chairpersons, 
one an employer representative, the 
other an employee representative 


Operational procedures 


e minutes of meeting shall be provided 
e the employer must post these minutes in 
a conspicuous place 


Minutes of meetings 


e names and work locations of members 
shall be posted and kept posted ina 
conspicuous place 


e acommittee may establish its own rules 


e employer chairperson shall submit report 
on the previous year’s activities by 
March 1 


Posting of names 


Terms of reference 


Annual report 


Legal References 


CLC: 135(1)-(13) 
Safety and Health Committees and 
Representative Regulations - Parts | and || 


Implementation 


OSH Information and Training 

Hazardous Materials - WHMIS 

WHMIS Labels 

WHMIS Symbols 

Preventive Maintenance 

Purchasing Policy 

First Aid 

Workplace Health Monitoring 

Fire Protection and Emergency Procedures 


Controls 
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OSH Information and Training 


E ntrod u cti on Employers have specific legal obligations to inform and train workers. 


General The following are legal requirements: 


e Employers shall provide their employees with the information, instruction, 
training and supervision necessary to ensure their safety and health. 


e Employers shall ensure that each of their employees is informed of every 
known or foreseeable safety and health hazard in the area where the 
employee works. 


e Employers must train employees to ensure that all hazardous substances 
are stored, handled and used in the manner prescribed. 


Posti n g Employers are required to inform workers by posting where all can read: 


a copy of the Canada Labour Code (Part II); 

the employer's safety and health policy; 

names of committee members or representatives and where they work; 
minutes of committee meetings; 

names and work locations of trained first aiders; 

other related information as a safety officer directs. 


Reg u i red The Canada Occupational Safety and Health Regulations require that training 
hee be given for all supervisory staff and employees involved as follows: 
Training 


the use of a temporary structure; 

the use of electrically insulated protection equipment and tools; 
food preparation, handling, storage and service; 

the handling of hazardous substances; 

the safe and proper assembly of pipes used for transferring a hazardous 
substance; 

safe entry into confined spaces; 

all protective equipment supplied by the employer; 

the operation of tools and machinery; 

the use of materials handling equipment supplied by the employer; 
the use of fire fighting equipment; 

manual lifting and carrying; 

first aid; 

emergency procedures; 

the use of material safety data sheets and supplier labels. 


Legal References 


General: CLC: 125(q)(s), 125.1 
COSHR: 3.5, 8.4, 8.8, 8.10, 9.34, 
TOM / AS 2 /Sel2 aO/Mi all Sea Zatoy 
13.11/12, 14.22/23/47, 16.2/6, 17.5/6/8 

Posting: — CLG: 125(¢) 35.5, 

Hazards: (WHMIS), CLC: 125.1 
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Hazardous Materials - WHMIS 


Introduction 


Steps and 
Examples 


Example 


Employees may be expected to work with hazardous materials. The law 
requires that they are properly trained to work safety with these substances. 
To ensure commitment to the Workplace Hazardous Materials Information 
System (WHMIS) in your organization, involve the people who are affected by 
the implementation. 


Steps in developing a corporate policy regarding hazardous materials for your 
workplace: 


Develop a corporate policy regarding 
WHMIS for your workplace. 


Identify internal resources to help 
plan and manage implementation 
activities. 


Review the existing occupational 
safety and health program and 
determine how to incorporate 
WHMIS requirements specific to 
your workplace. 


WHMIS Policy 
THE Chemical Company 
To all employees January 1, 1990 


At THE Chemical Company the safety and health of our employees comes first. 
To ensure this we are committed to the implementation of WHMIS through 
the following steps: 


We will create an inventory of all hazardous materials in our workplace; 
We will obtain MSDSs on all hazardous materials in our workplace; 

We will train all our employees to work safely with hazardous materials; 
We will train all employees in the interpretation of WHMIS labels and 
MSDSs. 


Everyone at THE Chemical Company shares the responsibility and 
accountability for the implementation of WHMIS. 


John Doe 
President 


Legal References 


CiGre 25a 
COSHR: 9. 44, 10 
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WHMIS Labels 


~ 


Definition A WHMIS label gives information on a controlled product. 


Pu rpose e The label alerts employers and workers to the hazards of the product. 
e It also states what precautions to take when handling the product. 
e The label refers users to a material safety data sheet (MSDS) for more 
detailed information on the product. 


p A A WHMIS label has different forms. It may be a mark, sign, stamp, sticker, 
Descr1 ption seal, ticket, tag or wrapper. It is attached to or imprinted, stencilled or 
embossed on the controlled product or its container. 


The legislation makes a distinction between two types of labels: supplier 
labels and workplace labels. 


Compa rison This summary compares supplier and workplace labels: @ 


of Labels 
Supplier Label Workplace Label 


e Must appear on all controlled e Must appear on all controlled 
products received at workplaces products: 
in Canada. 
e produced ina workplace 
Must contain the following - transferred to other containers 
information: by the employer. 


product identifier May appear in placard form on 
supplier identifier controlled products received in 


a statement that MSDS is bulk from a supplier. 


available ; 
hazard symbols Must have the following 


risk phrases information: 
precautionary measures 
first aid measures. 


product identifier 
information for the safe 
Must have all text in English and handling of the product 
French. a statement that MSDS is 
available. 


e Must have the WHMIS border. 
May contain WHMIS hazard 


symbols or other pictograms. 


Legal References 
(GUS ¢ A254) 


@ WHMIS Symbols 


pe 


Hazard 
Symbols 


Hazard symbols are legible pictograms surrounded by circular borders. They 
warn the user of controlled products that a particular hazard exists. 


Ru le The employer must instruct workers on the significance of hazard symbols. 
Workers must be able to interpret them properly. 


Summary 
Chart 


This table explains the hazard symbols: 


Hazard Symbol 


Class of 
Controlled 
Products Division 
CLASSA 
Compressed Gas 
CLASS B Flammable Gas 


Flammable and 
Combustible 
Material 


e 

e Flammable Liquid 
e Combustible Liquid 
e 
e 
e 


Flammable Solid 
Flammable Aerosol 
Reactive Flammable Material 


CLASS C 
Oxidizing 
Material 
CLASS D 
Poisonous and 


Infectious 
Material 


e Materials Causing Immediate 
and Serious Toxic Effect 


e Material Causing Other Toxic 
Effects 


Biohazardous Infectious 
Material 


CLASSE 
Corrosive 
Material 


CLASS F 
Dangerously 
Reactive 
Material 
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Preventive Maintenance 


Definition 


Role of 
Preventive 
Maintenance 


Types and 
Examples 


Preventive maintenance may be defined as orderly, uniform, continuous 
and scheduled action to prevent breakdown and prolong the useful life of 
equipment and buildings and eliminate workplace hazards. 


Preventive maintenance is a shared responsibility for which adequate 
training is essential. Adequate preventive maintenance will conserve 
valuable resources, help eliminate hazards and provide safer working 
conditions. 


Listed below are types and examples of preventive maintenance. 


Types of Preventive 
Maintenance Examples 
Regular scheduled maintenance |e lubricating pulleys and fans 
le pulley belts 
Records of service and repair e amaintenance service schedule 
e arecord of repairs 
Repairing and replacing e arepair policy 
equipment parts e scheduled tool box inspection 


Spare parts control e survey of spare parts delivery schedule 


Legal References 


CUC3 1245 1125(r) 
GOSHRe245(2) e251 25 Sn4/ 554 soar oe 
SOs Wile Ae Sis AO ZA! 
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@ Purchasing Policy 


a a a oi a rela ct artemis eet 


Description 


Purchasing 
Policy 


In an effective OSH program, purchasing plays a clearly defined role. A 
purchasing policy sets guidelines that comply with all applicable safety and 
health standards and regulations. The most effective policy is short, clear and 
informative. 


A sample purchasing policy is given below. It should be adapted to your 
individual situation. 


Purchasing Policy 


The primary function of the Purchasing Manager is conservation of time and 
cost for all departments. To do so: 


Items ordered must comply with all applicable safety and health standards, 
codes, regulations and organizational specifications. 


Purchasing will initiate, conduct, and conclude all aspects of buying 
materials and services. 


No hazardous items including those with danger or warning labels, will be 
purchased from petty cash funds. 


Purchasing will have authority to make all decisions on type and quality of 
equipment and materials purchased. 


Designs and specifications must be coordinated with the safety and health 
division before purchase or contracting. 


Requisitions and purchase orders must cite specifications and delivery 
requirement dates. 


All correspondence with suppliers must be through Purchasing except 
special cases when direct communications are expressly authorized. 


Records will be maintained on the qualities of substances purchased and on 
safety and health precautions to be taken. 


Information on critical purchases must be communicated to appropriate 
senior managers. 
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First Aid 


introduction The timely provision of first aid is an important part of an effective safety and 
health program. 


Legal Employers are required to: 


Requirements , 


General . 


provide and maintain required first aid supplies and equipment; 
make first aid accessible during all working hours; 

inspect first aid equipment and facilities regularly; 

clearly identify the first aid station; 

train at least one employee in first aid; 

provide transportation for injured employees; 

maintain records and reports for two years; 

post names, locations and telephone numbers of first aid attendants; 


maintain a first aid treatment record book. 


Prompt, effective first aid treatment is the first priority in an emergency, 
followed by a written report on the casualty and a factual account of the 
treatment given. 


An employer should require that all employees report for treatment 
immediately regardless of the extent of the injury. 


Legal References 


GEE 125 (4) 
COSHR: 15.7, 16 
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Workplace Health Monitoring 


Description 


Legal 
Requirements 


Examples 


Sources of 
Information 


Medical examinations and health services can help identify conditions in the 
workplace which may adversely affect the health of workers. 


Assessment of health hazards 


When there is likelihood that the safety or health of an employee ina 
workplace is, or may be, endangered by exposure to a dangerous substance or 
other hazardous conditions, the employer shall: 


e Appoint a qualified person to investigate the: 
a) chemical, biological and physical properties of the hazardous 
substance; 
b) routes of exposure; 
c) effects to health; 
d) quantity of the dangerous substance and manner in which it is handled; 
e) control methods used to eliminate or reduce exposure. 


e Notify the safety and health committee or representative of the inves- 
tigation. 


e Monitor other hazardous conditions such as noise and lighting to ensure 
that they meet the prescribed standards. 


Health monitoring can: 


e help protect employees’ health so they can perform their duties with no 
danger to themselves or other workers; 


e lead to improved working conditions; 


e evaluate whether control methods are effective. 


Health videos 

Pamphlets 

Ad-hoc meetings 

Counseling 

Education and training 
Professional medical consultants 


Legal References 
COSHRe 1020220 
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Fire Protection and Emergency Procedures 


Introduction 


Rule 


Legal 
Requirements 


Every organization should plan what to do in the event of an emergency. 
Emergencies can arise at any time and from many causes. Advance planning 
for emergencies is the only way to minimize potential property loss and 
human suffering. 


The Canada Labour Code stipulates that the employer shall protect the 
safety and health of employees. 


The Canada Labour Code stipulates that the employer shall: 


e comply with such standards as are prescribed in the regulations about 
fire safety and emergency measures; 


® ensure, in the manner prescribed in the regulations, that employees have 
safe entry to and exit from the workplace. 


The Canada Occupational Safety and Health Regulations state that: 


e all fire protection equipment shall be installed, inspected and maintained 
in every building in accordance with prescribed standards; 


e all fire protection equipment shall be maintained and repaired by a 
qualified person; 


® anemergency evacuation plan, where required, and emergency 
procedures shall be prepared in consultation with the OSH committee or 
representative and kept up-to-date; 


e every employee shall be trained in the evacuation procedures; 


e every employee shall be trained in the use and operation of fire 
protection equipment and emergency equipment; 


e emergency wardens shall be appointed, instructed and trained in their 
responsibilities under the emergency evacuation plan and emergency 


procedures; 


e signs shall be posted in a conspicuous place at all entrances to a fire 
hazard area; 


e special precautions must be taken when work involving source of ignition 
is necessary in a fire hazard area. 


Legal References 


CLC: 125(0)(p)(q) 
COSHR: S12). te 2st ald i 
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@ Controls 


a ee ee ee ee 


Introd u ction The Canada Labour Code and its regulations establish minimum standards for 
safety and health controls. 


a ae ee ee ee ee ee 


Descri ption Hazards can be controlled by elimination, substitution, engineering and 
personal protective equipment. 


ec na a ee eee 


Ru le The safest procedure is to eliminate the hazard rather than to rely on 
protective equipment. 


Exam p | es The table below lists examples of hazards and control methods. 


§ e boxesoffilesin |e elimination e Elimination is the most 
walkways by removing the reliable method of hazard 
hazard control. 


toxic solventin substitution Determine whether the 
degreaser bin with non-toxic solvent can be exchanged 
solvent for a substance that is non- 
toxic and is still capable of 
doing the job. If none can be 
found, then additional 
safeguards are required. 


unguarded engineering Necessary guards should be 
motor pulley by installing guard put in place before new 
on pulley equipment is used. 


excessive noise personal protective Training in the use and care 
from aircraft equipment of personal protection 
motors hearing protection equipment is mandatory. 


Legal References 


CLGe7125 
> COSHR: 2, 3.8, 4.7, 5.7, 7.6, 8.5, 10.17, 
, 12.15, 13.11, 13.13/16, 14.22/23/28/ 


41/45, 16.6, 17.3/6 


Monitoring 


Workplace Inspection 
Accident Investigation and Reporting 
Records and Reports 


Safety Audits 
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Workplace Inspection 


Definition 


Role of 
Workplace 
Inspections 


Guidelines 


Steps 


Workplace inspection is an essential part of an OSH program in which the 
workplace is examined closely on a regular basis. 


Workplace inspections will help: 


to identify hazards; 

to set standards and related procedures; 
to establish controls; 

to monitor effectiveness of controls. 


The following should be considered in doing workplace inspections: 


Analyzing inspection reports is a critical function of safety and health 
committees and representatives in the prevention of accidents. 


At least one person reviewing reports should have the authority necessary 
to take or plan corrective action or to delegate as necessary. 


Items spotted during an inspection which represent an immediate danger 
should be reported to the responsible supervisor or manager 
immediately, and action should be taken at once. 


Analysis of inspection reports over a period of time may highlight the 
need for training, establish priorities, improve safe work practices, and 
indicate areas and equipment for more in-depth hazard analysis. 


The steps in establishing a sound workplace inspection system are: 


dp 


2: 


3: 


4. 


Planning - Establish appropriate policy and procedures. 
- Brief yourself on possible and potential hazards in the 
workplace. 
- Obtain commitment of senior management for the 
inspection. 
- Clarify who is responsible for reviewing reports and making 
decisions. 


Conducting - Develop checklists of all potential hazards in the 
workplace. 
- Be thorough and do not overlook any potential hazards. 


Reporting - Report the inspection results to the right person. 
- Ensure management is aware of all problems. 


Monitoring - Review inspection reports to identify corrective action and 
to identify trends. 
- Ensure there is feedback to persons responsible for the 
inspection. 


Legal References 


CLC: 125(a)(f)(g)(k) 

(I) to (p)(r)(t) 

COSHR: all esp. 3.6, 4.5, 5.12, 6.10, 8.10, 
14.22, 17.3/9 
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® Accident Investigation and Reporting 


Definition 
Reporting 
Investigations 


Telephone or 
Telex Reports 


Records 


Written 
Reports 


Report to 
Labour 
Canada 


A hazardous occurrence is any incident or event that is neither planned nor 
expected and could reasonably be expected to cause injury or illness toa 
person or in fact does cause injury or illness. 


Employees must report work-related hazardous occurrences or accidents to 
their employers orally or in writing. 


ee ee eee 
Where an accident occurs employers must “without delay": 


e secure the accident site; 
¢ appoint a qualified person to determine the causes of the accident; 
e notify the safety and health committee of the accident. 


A telephone or telex report must be made to a Labour Canada Safety Officer 
within 24 hours when the accident results in: 


death to an employee; 

a disabling injury to two or more employees; 

an explosion; 

rupture or fire in a boiler or pressure vessel; * 

free fall or damage to an elevator that makes it unserviceable.* 


(Damage to an elevator, boiler or pressure vessel described above must be 
recorded in writing within 72 hours and the record must contain a 
complete description, causes and corrective action; this record must be 
kept for 10 years.) 


* 


Employers must keep up-to-date records of every minor work-related injury 
to identify hazards. The record must include: date, time, location, name of 
employee, a brief description of the injury and its cause. 


Awritten report must be given without delay to the safety and health 
committee or representative when the investigation reveals there was: 


e adisabling injury to an employee; 

e loss of consciousness due to electric shock, toxic atmosphere or oxygen 
deficiency; 

e use of emergency procedures such as revival; 

e a fire or explosion. 


The same report that is provided to safety and health committees or safety 
and health representatives must be provided to the nearest office of Labour 
Canada within 14 days. 


Every employer must submit to the Minister of Labour, by March 1 of every 
year, a written report of workplace accidents. The period covered by the 
report is January 1 to December 31 of the preceding year. Employers must 
keep all the reports referred to above for 10 years, except as noted. 


Legal References 


CLC: 125(c),135(6)(b)(e), 136(4)(b) 
COSHR: Part XV 
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Records and Reports 


Introduction 


Records 


Reports 


Summary 


Records, reports and statistics help to identify problems and suggest 
solutions. 


The following records are required by the Code and Regulations: 


Safety and health committees shall maintain adequate records relating to 
the safety and health of employees. 


Safety and health representatives shall ensure that there are adequate 
records on work accidents, injuries and health hazards. 


Records shall be kept on each inspection of pressure vessels, boilers and 
elevating devices. 


A record shall be kept of all protective equipment provided by the 
employer in the workplace for a period of two years after it ceases to be 
used. 


Every employer shall keep all records of employee training. 


The following reports are required by the Code and Regulations: 


Written reports shall be kept on confined spaces. 


Employees shall report all accidents or other occurrences to their 
employer. 


Employers shall submit a written report on serious hazardous ocurrences 
to asafety and health committee or representative and to Labour Canada. 


Every employer shall, not later than March 1 in each year, submit to the 
Minister a written report setting out the number of accidents, 
occupational diseases and other hazardous occurrences during the 
12-month period ending December 31 in the preceding year. 


Records, reports and statistics are helpful in the following cases: 


to assist in detecting trends that indicate weaknesses in accident 
prevention methods; 


to assist in comparing the safety performance of a particular workplace to 
those of other establishments for the overall assessment of the accident 
prevention program; 


to help in establishing the cost of accidents and to provide an overview of 
accident prevention programs. 


Legal References 


CLC: 125(e), 135(6)(b)(h), 136(4)(d) 
COSHR= 1:5,.4.6, 5:7; 6.10722, 8:1.4/185 10, 19/2245 125, 
12147 14.23; VosO 11162517, 
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Safety Audits 


Description 


Summary 
Chart 


A safety audit includes a critical review of all elements of OSH ina workplace. This 
includes an assessment of workplace conditions and work methods as well as 
policies and their implementation. 


SS rs ee 


The following chart lists key elements and questions for an effective safety audit. 


Items Questions 
Safety and Health Policy e Isone written? 
'e Does management support it? 


Accountability for Safety e Isresponsibility defined in writing? 
@ Doall levels understand it? 

e Does performance evaluation show 
support? 


Is there an OSH committee or 
representative? 

e Does management support the 

committee/representative? 


Safety and Health Organization 
and Committee 


e Isthere a health and safety training 
program? 
Are safety rules posted? 


Safety Inspection System 

e Who are inspection results reported to? 
Accident Investigations, e What accidents are investigated? 
Reporting and Statistics 


Safe Work Procedures e What regulatory violations were noted? 

e Were there written work procedures for 
hazardous jobs? 

e Were work orders and lock-out systems in 
effect? 


e All elements listed in this booklet. 


OSH Education and Training 


Further Information 


Current OSH Issues 
OSH Acronyms 
Labour Canada’s Terminology 


Sources of Information, Education and Training 
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Current OSH Issues 


Introduction 


Examples 


OSH is always changing and evolving. New problems and new knowledge In 
the field of occupational safety and health lead to new legislation. 


The chart below lists examples of current OSH issues, results, and the responses. 
of employers and government. 


ee 


Insufficient 
lighting 


Ergonomics 


e hearing loss 
e deafness 


e eyestrain 
@ causes injury 
e poor visibility 


e tendon sheath disease 
e carpal tunnel syndrome 
e back ailments 


e control at source 
e engineering controls 
e hearing protection 


e install skylights 

e install larger windows 

e use lighter coloured paints 
e improve the lighting system 


e proper furniture 

e stable work-surfaces 

e use platforms for shorter 
people 


Smoking e lung illnesses e regulate smoking in workplace 
e exposes workers to risks Je ban smoking in workplace 


AIDS e affectsimmune system |e public education 
e causes death e written materials 


Stress 


Drug and 
alcohol abuse 


Indoor air 
quality 


Asbestos 


e anxiety 

e sore shoulders 

e high blood pressure 
e indigestion 

e injuries 

e anguish and despair 


e nervousness 
e irritability 


e fatigue 
e headaches 
© watery eyes 


e lung cancer 


e information sessions 
e stress-reducing activities 
e exercise 


e education 
e information sessions | 
e employee assistance programs 


e improve ventilation 
e control contaminants 


e personal protective equipment 
e controlled conditions 
e education 
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@ OSH Acronyms 


Definition 


Examples 


Acronyms are pronounceable words formed from the first letter or letters of a 
series of other words. 


The following chart lists examples of OSH acronyms, their meaning and their 


roles. 
[Acronyms | meaning =| Roles, 
ACGIH American Conference of Govern- establishes standards that 
mental Industrial Hygenists are used in regulations 
ASHRAE American Society of Heating, establishes standards that 
Refrigerating, and Air-Conditioning are used in regulations 
Engineers Inc. 
CCOHS Canadian Centre for Occupational provides OSH information 
Health and Safety 
CLRB Canada Labour Relations Board conducts third-party 
arbitration 
CSA Canadian Standards Association sets standards cited in 
regulations 


Canada Safety Council provides OSH information 


CSSE Canadian Society of Safety an association of safety 
Engineering professionals 
NFCC National Fire Code of Canada provides guidelines 


Public Service Staff Relations Board involved in right-to-refuse 
cases in the federal juris- 
diction 


a system of requirements 
for labels, MSDSs and 
worker training 


Workplace Hazardous Materials 
Information System 


states technical information 
on health effects, evalua- 
tions and emergency 
procedures 


Material Safety Data Sheet 


a system of regulations for 
labeling and packaging of 
dangerous goods for trans- 
portation 


Transportation of Dangerous Goods 
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Labour Canada’s Terminology ) 


Definition 


Specialized 
Vocabulary 


Labour Canada uses specialized vocabulary. This page explains the meaning of 
terminology related to safety and health. Many of these words have legal 


significance. 


Compliance policy 


Direction 


Danger 


Employee 


Employer 


Hazardous occurrence 


Regional Safety Officer 


Right to refuse 
dangerous work 


Safety and health 
committee 


Labour Canada Safety 
Officer 


Workplace 


The approach that Labour Canada takes so that 
employers and employees comply with the Canada 
Labour Code. 


An order from a Labour Canada Safety Officer. 


Any hazard or condition that could reasonably 
be expected to cause injury or illness to a person 
exposed thereto before the hazard or condition 
can be corrected. 


A person employed by an employer. 


A person who employs one or more employees and 
includes an employer's organization and any person 
who acts on behalf of an employer. 


Any incident or event that is neither planned nor 
expected that could reasonably be expected to 
cause injury or illness to a person. 


A person designated as a regional safety officer 
pursuant to subsection 140(1) of the CLC, Part Il. 


An employee, while at work, who has reasonable 
cause to believe that the use or operation of a 
machine or thing may be dangerous, or that, a 
condition exists in any workplace that constitutes a 
danger to the employee, may refuse to use or 
operate the machine or work in that place. 


A committee established pursuant to section 135 of 
the Canada Labour Code, Part II. 


A person designated as a safety officer pursuant to 
subsection 140(1) and includes a regional safety 
officer. 


Any place where employees are engaged in work i 
for their employer. ima 


A nationwide commmunication system to ensure 

that information about the hazards of materials 

produced or sold in, imported to, or used within 

workplaces is provided by suppliers to employers ¢ 
and workers. 
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Sources of Information, Education 


and Training 


Introduction 


Summary 


Rule 


Recommendation 


Canada Labour Code 
interpretations of laws 
noise, ventilation 
guarding, Isolation 
toxicity of chemicals 
how to investigate 
how to inspect 


Fire prevention protection, evacuation, 
procedures 


Records and statistics monitoring, evaluation 
Special problems AIDS 


There are many good sources of information about occupational 


safety and health. The list of sources given below are examples not 
endorsements. 


ee ee eee 


The chart below lists types of material, examples and sources. 


Sources 


Labour Canada, NFCC 


Labour Canada 
CCOHS 


Examples 


It is the employers’ legal responsibility to train and educate workers. 
They are sometimes assisted by regulators, labour unions, private 
consultants and publications. 


There are many pamphlets and articles written about OSH issues. 
Those documents could be gathered by the OSH committee or 
representative and be passed out during regular workplace 
inspections or placed in an area where all workers may obtain them. 
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